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3
eSMR Module

This chapter addresses the following information:
e Introduction to eSMR reports
e How to Find and Select a Report
e The Report Builder Tabs
e Submitting an eSMR

3.1 Introduction

CIWOS provides a vehicle for submitting periodic Self-Monitoring
Reports (SMRs), as specified by Regulatory Measures (e.g., Orders).
Security features allow all Dischargers to create and edit SMRs, while
requiring a higher level of access for certification and submission — i.e.,
only to executive officers.

This module can be accessed through the CIWQS Main Menu or by using
the Navigation drop-down menu found at the top of each page.

3.2 Selecting a Self Monitoring Report

Before data can be entered in a given report, you will first need to select
the relevant Facility (if you are authorized to submit data for more than
one facility) and Order. Selecting the Submit/Review a Self-Monitoring
Report (eSMR) Module from the Main Menu will bring you to the Select
Facility page it you are affiliated with multiple facilities or the Select Order
page if you are only affiliated with one facility.

3.2.1 Select Facility Page

For Users who are affiliated with multiple Facilities, the first step in
submitting an eSMR is selecting the Facility (a Place with “Facility” as its
type) for which the report will be submitted. The table on the Select
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Facility page shows a list of all of the Facilities you are associated with
(Figure 3.1). Table 8.1 describes the table columns.

Self Monitoring Report (SMR)

Menu | Help | Log out
Navigate to: b
‘You are logged-in as: ciwgs. Ifthis account does not belong to you, please log out.

Select the facility for which you are submitting this Self Monitoring Report

Previous | 1-10 07345 ¥ | Mext10

Facility Facility Physical Address |Responsible Agency Name |Case Worker Name

M COMPANY--3M PHARMACEUTICALS

4201 WILSHIRE, LLC--HARBOR ASSOCIATES

ADAMS PLAZA--ADAMS PLAZA

AES ALAMITOS, LL.C--ALAMITOS GEMNERATING STATION

AES REDOMDO BEACH, LLC--REDONDO GENERATING STATION

AR PRODUCTS & CHEMICALS, INC --HYDROGEN PLAMNT & RELATED FAC,

AL LARSON BOAT SHOP--AL LARSON BOAT SHOP

ALAMEDA CO CLEAN WATER PROGRAM--ALAMEDA COUNTY STORMWATER

ALAMEDA COWATER DISTRICT--AGUIFER RECLAMATION WELLS

ALAMEDA CORRIDOR TRANSP. AUTH--MID-CORRIDOR TREMCH

Figure 3.1 The Select Facility page

Table 3.1 Fields on the Select Facility page

Facility

Identifies the name of the Facility. Clicking on the name
brings you to the Select Order page for the selected Facility.

Address

Facility Physical

Indicates the physical address of the Facility, if one is
available.

Responsible
Agency Name

If a Facility has an associated Party with the role/relationship
of “agency”, the name of the Agency is displayed here.
Nothing is shown if more than one Party has the
role/relationship of “agency”.

Name

Case Worker

Shows the name of the Water Board Staff member assigned
as the primary contact/case worker for this facility if one has
been designated. Nothing is shown if more than one staff
member is assigned as a case worker.

When you have found the appropriate Facility, click on the Facility name
hyperlink to open the Select Order page for that Facility (Figure 3.2).

Water Buards, C!WQS

Self Monitoring Report (SMR)

hlenu| Help | Log out
Navigate to: ¥
You are logged-in as: ciwgs. Ifthis account does not helong to you, please log out.

Select the order that details the requirements for this Self Monitoring Report

& Show Effective (O Show All

Order Number

Program

Effective Dates

1234

MPDES Sub1 Major

2005-04-18 - 2005-08-18 | View all Requirements for this Order

Figure 3.2 The Select Order Page
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3.2.2 Select Order Page

The table on the Select Order page shows all of the active Orders for the
selected Facility. The radiobuttons above the table allow you to view all
Orders (by selecting the “Show All” radiobutton) or only those Orders
that are effective (by selecting the “Show Eftective” radiobutton). Table
3.2 lists the Order table fields and provides a description of each.

Table 3.2 Fields on the Select Order Page

Order Number Indicates the number of the Order. Clicking on
the Order number brings you to the report
selection page.

Program Indicates the regulatory program related to the

Order. If there are multiple associated
programs, they are all shown.

Effective Dates Indicates the dates for which the Order is in
effect (start and end dates).

View All Requirements for Shows Order requirements. See description

this Order below.

View All Requirements Window

The “View All Requirements for this Order” Hyperlink will open a new
window showing a listing, across all reports, of all narrative,
limit/monitoring, and reporting Requirements in the Order (Figure 3.3).
The Requirements table indicates the Monitoring Location, Type and
details of the Requirement and is sorted first by Monitoring Location and
then by Requirement type. Any Requirement that is associated with
multiple Monitoring Locations will be listed multiple times.

Close Window

Facility: PABCO PAPER PRODUCTS--PAFPERBOARD & CARTON MFG, VERNON

Order Number: 1234

Monitoring Location Type Requirement

Marrative | General descr (Final requirement effective null - nully[ Al vear]

PABCO PAPER PRODUCTS-- Marrative | MonLoc Marrative descr ( Final requirement effective null - null)[ All year ]
FPAPERBOARD & CARTOM
MFGVERMOM ! M1 MonLoct

FABCO PAFER PRODIUJCTS-- Mumeric | Copper, Dissolved={limitvalue unspecified)” ka/day, Limit Basis: Weekly Average,

FAPERBOARD & CARTOM Sampling Frequency: 1 f Maonth, Sampling Type: Compaosite. {final requirement effective

MFGYERMOM M1 - MonLoci since the heginning of this regulatory measure to the end of this regulatory measure) [All
‘Vear] PreCalc test

PABCO PAPER PRODUCTS-- Mumeric | Copper, Dissalved=100.0 kg/day, Limit Basis: Weekly Average, Sampling Frequency: 11

FAFERBOARD & CARTOM Month, Sampling Type: Composite. (final requirement effective since the heginning of this

MFGVYERMOR I M1 MonLoct regulatory measure to the end of this regulatory measure) [All Year]

Figure 3.3 View All Requirements Window
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Click the “Close Window” hyperlink to close the View All Requirements

window.

3.2.3 Select Reports Page

Selecting an Order Number from the table on the Select Order page will
bring you to the Select Reports page (Figure 3.4).

This page lists all

Reports assigned to this Order and shows the status for each Report.

You will only have access to Reports that are Past Due or due in the

Future. For In Progress Reports, the following rules apply:

1. If'a Discharger started the In Progress report, the report can be
opened and edited by any authorized User from that Discharger.
A Water Board User cannot open he report until the report is

marked Submitted.

2. It a Water Board User started the In Progress report, only
Water Board Users with access to that Facility can open (and
edit, if authorized) the report until the report is marked

Completed (“Submitted”).

Self Monitoring Report (SMR)

Navigate to:

henu | Help | Log out

b

You are logged-in as: ciwgs. Ifthis account does not belong to you, please log out.

Select Report

Show reports that meet these criteria
Status:
[ Submitted - reportwas already submitted to water hoard
In-Frogress - report has been edited but not submitted

Future - report due date is in the future

Refresh List H Show Calendar Year |

Fast Due - report deadline has passed and report has not been submitted

Show Report Due Between: [047102005 | BB and[05i 02006 | B

Searchresults:

To review or submit a report, select it from the list below. To change the list of reports, check the status types and/or enter start and end dates.

Previous | 1-4 of 4 % pext

Due Date Report Name Reporting Period

Status

Date Submitted

Archived Reports

Submission Withdrawal

071572005 | Manthly report for May 2005 05/01/2005 - 05/31/2005

In-Frogress

081472005 | Manthly reportfor June 2005 | 0B/01/2005 - 06/30/2005

Future

091472005 | Manthly report for July 2005 07/01/2005 - 0773172005

Future

101572005 | Monthly report for August 2005 | 08/01/2005 - 08/31/2005

Future

Figure 3.4 Select Reports Page

The Reports available for the selected Order can be filtered using the
fields at the top of the page. Reports can be filtered based on their status
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(Submitted, In Progress, Past Due, or Future) or by their due dates.
Report status types are described in Table 3.3.

Table 3.3 Report status and accessibility

Past Due

The due date is prior to today

Future

The due date is today or later

In Progress

The report has been started, but not submitted
(report status defaults to “In Progress” when it is first
opened)

Submitted

The report has been submitted and has been locked
against further updates

Click the “Refresh List” to refresh the table to view only those Reports

that match the search criteria. Click the “Show Calendar Year” button to

show only those Reports with due dates within the calendar year.

Table 3.4 lists the fields shown in the Reports table and provides a
description of each. Reports are first sorted by status (In Progress, Past
Due, Due, Submitted) and then chronologically by due date.

Table 3.4 Reports Table Fields and Descriptions

Due Date

Shows the due date for the report in
MM/DD/YYYY format. Clicking on this link
will open the Report Builder for the selected
Report. Submitted Reports will be opened in
read-only mode.

Report Name

Displays the name of the Report using the format:
report type + reporting frequency (if repeating) +
specific month or date (e.g., “monthly monitoring
tor January, 2004” or “Compliance Report for
March 15, 20057).

Reporting Period

Shows the reporting period for the Report in
MM/DD/YYYY-MM/DD/YYYY format.

Status

Displays the status for the Report.

Date Submitted

For Submitted Reports, the Submitted date is

displayed.

Click the “Download Report” hyperlink in the Archived Reports field to
open a window containing a PDF version of the Report. This feature is
only available for Submitted Reports.

Chapter 3 eSMR Module
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|

If you wish to withdraw a Report that has already been submitted, contact
your Regional Water Board Case Manager.

When a Report is withdrawn, all data, such as violations (potential and
confirmed), enforcement actions, penalties, etc. will remain in the system.
These items must be manually rescinded.

If you wish to save a copy of the report prior to withdrawal,
the PDF version should be printed or saved to another
location.

Click the hyperlink in the Due Date field to open the Report in the Report
Builder for editing and submission. You will be prompted to verify that
you wish to begin editing the selected Report. Click “OR” to begin editing
the report and enter the Report Builder. Click “Cancel” to return to the
Select Reports page.

B.£7 Once you start editing a Report, its status is changed to “In

Progress”.

3.3 Report Builder

The Report Builder page allows you to enter data for and submit Self
Monitoring Reports. This page can be accessed by selecting a Report
from the Select Reports page. The Report Builder is a multi-tabbed page.
Each tab captures a related set of information about a Report.

There are nine tabs on the Report Builder page:

¢ View Report Requirements Tab — Displays a Report showing all
requirements for the selected Report (both narrative and numeric).
This is the default tab when the report is first opened.

¢ No Discharge Tab — Allows the input of one or more Monitoring
Locations that had no discharge during the reporting period and
therefore require no results.

¢ Narrative Tab — Allows entry of results for requirements defined as
“Narrative” in the Order/Permit.

¢ Pre-Calculated Tab — Allows for the entry of results for
requirements defined as “Pre-Calculated” in the Order/Permit.

¢ EDF/CDF Tab - Allows for the uploading of raw data in electronic
format.

¢ Raw Data Tab — Allows for the manual entry of raw data.

Chapter 3 eSMR Module
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¢ Attachments Tab — Allows for the attachment of any file (e.g.,
digital photo, supporting word processing, PDF, diagram, etc.) to a
submission.

¢ Error Check Tab - Runs several routines to determine potential

compliance issues and other submission errors.

¢ Cover Letter Tab — Allows the submitter to create a cover letter for

this submission.

3.3.1 View Report Requirements Tab

The View Report Requirements tab is the first page you will see when you
open the Report Builder for a particular Report.
complete list of both narrative and numeric Requirements for a Report

(Figure 3.5).

This tab shows a

Self Monitoring Report (SMR)

Menu | Help| Log out
Navigate to: o

‘You are logged-in as: ciwgs. If this account does not belong to you, please log out,

view Requirements [ No Discharge | Narrative | Pre-Calculated | EDF || Raw Data || Data Summary | File Attachments | Enor Check || Cover Letter

CARTON MFGVERMNOMN /M1 : MonLoct

Monitoring Location Type Requirement
Marrative | General descr { Final requirement effective null - nully[ All year]
FPABCO PAPER PRODUCTS--PAPERBOARD & Marrative | MonLoc Narrative descr ( Final requirement effective null - null[ All year ]
CARTON MFGVERNOMN M1 MonLoct
PABCO PAPER PRODUCTS--PAPERBOARD & Numeric | Copper, Dissolved=(limit value unspecified)* ka/day, Limit Basis: Weekly Average, Sampling Frequency: 1/ Month, Sampling Type
CARTON MFGYERNON /M1 : MonLoct Composite. (final requirement effective since the beginning of this regulatory measure to the end of this regulatory measure) [All Year]
PreCalc tast
PABCO PAPER PRODUCTS--PAPERBOARD & | Numeric | Copper, Dissalved=100.0 kaiday, Limit Basis: Weekly Average, Sampling Frequency: 1/ Month, Sampling Type: Compasite. (final requirement

effective since the beginning of this regulatory measure to the end of this regulatory measure) [All Year]

Figure 3.5 View Report Requirements Tab

The Requirements displayed have been entered via the Create/Maintain
Regulatory Measures Module. They are brought up automatically for use in
the eSMR Module. Information for the displayed Requirements will be

added and modified in the remaining tabs.

See Chapter 5 for more information on Regulatory Measures.

Requirements are sorted first by Monitoring Location and then by
Requirement type.

3.3.2 No Discharge Tab

The No Discharge tab allows you to note that certain locations had no
discharge during the reporting period and, therefore, compliance with

items in the Order may not be required (Figure 3.6).

Chapter 3 eSMR Module
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% ’ Menu|Help| Log out
Witer Buards C’WQ‘S Navigate to: b

You are logged-in as: ciwgs. If this account does not belong to vou, please log out.

Self Monitoring Report (SMR)

| view Requirements | No Discharge | Narrative | Pre-Calculated | EDF | Raw Data | Data Summary | File Attachments || Error Check | Cover Letter |

For each discharge point with no discharge during this period, click the checkbox.
[Bave |[ Selectall ][ Clear Al

No Discharge Point Discharge Point Comments
Discharge? Name Description
O PABCO PAPER PRODUCTS--PAPERBOARD & CARTON PABCO PAPER PRODUCTS--PAPERBOARD & CARTON
MFG VERNON MFGYERNON

Figure 3.6 No Discharge Tab

The table shown lists the name and description of all Discharge Points
associated with the Report (assigned via the Regulatory Measures Module).

Checking the box in the No Discharge? field indicates that there was no
discharge for the indicated Discharge Point for the entire period.
Optionally, comments can be added in the Comments tield to explain the
selection.

If all Discharge Points associated with a Monitoring Location are marked
as “No Discharge” in a report, this means that the requirements associated
with that Monitoring Location might not be applicable.

If a Monitoring Location has multiple associated Discharge
Points and at least one of those Discharge Points had
discharge for the reporting period, the requirements for that
Monitoring Location are still applicable.

A partial reporting period with no discharge (called a “partial-period
no discharge”) is not indicated on this form. In cases where there
was no discharge for a partial reporting period, results data must
still be provided on the Narrative, Pre-Calculated, and Raw/EDF
tabs (as described in the sections below).

Additional information should be attached to the eSMR (via the
Attachments tab) to indicate a partial-period no discharge.

Click the “Select All” button to mark all associated Discharge Points as
“No Discharge”. Click the “Clear All” button to de-select all of the
Discharge Points.

Click the “Save” button to update the record with the indicated “No
Discharge” Points.

Chapter 3 eSMR Module
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D

When you have entered or updated new information in the No
Discharge Tab be sure to click the “Save” button at the top of
the tab. Your data will be lost if you do not save the new
information.

3.3.3 Narrative Requirements Tab

This tab allows you to respond to any Requirement that was defined as a
Narrative Requirement (Figure 8.7). Narrative Requirements are typically
for the entire Facility or general Requirements pertaining to the
Order/Report, although some requirements may be defined for specific
Monitoring Locations.

To begin entering information for the Narrative Requirements, you must
first select a Monitoring Location from the dropdown menu at the top of
the Tab (sorted alphabetically by identifier). This will retrieve the table to
show only those narrative Requirements associated with the selected
Monitoring Location. Alternatively, select “General” from the list to view
all Requirements not associated with a specific Monitoring Location.

B =" For maximum flexibility, even those Monitoring Locations

indicated, as “No Discharge” will appear.

% Menu | Help | Log out
Waster Huards, CIWQS Navigate to: =

You are logged-in as: ciwgs. Ifthis account does not belong to you, please log out.

Self Monitoring Report (SMR)

\'View Requiremnents | Mo Discharge | Marrative \'Pre-CaIcuIated | EDF H'Raw Data H'Data Summary || File Attachments H'Error Check || Cover Letter|
Answer each of the questions below for each monitoring location. Please provide a comment to explain your answer.

‘ Save J Manitoring Location: | General

Requirement |In compliance? Comments

General descr [ v ‘my comments

Figure 3.7 Narrative Requirements Tab

For each Requirement listed, select the appropriate value from the In
Compliance? dropdown menu. There are three possible responses:

¢ Yes — Requirement was met
¢ No — Requirement was not met

¢ N/A — compliance was not required during this monthly reporting
period (e.g., the Requirement states “When total monthly rainfall
exceeds 15 inches...” and there has not been at least 15 inches of
rainfall during this month).

Chapter 3 eSMR Module
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B =~ Each row must have a value selected in the In Compliance?
field in order to pass the error checks.

The Comments tield is a free entry text field. This field is required for any
Requirement with a “No” value in the In Compliance? field and optional if
either of the other values is selected.

There are three basic types of Requirements:

+ Narrative;
¢ Numeric/limits (including monitoring); and
+ Reporting.

Narrative Requirements are text-based. They do not contain
individual fields for various components and therefore cannot be
automatically evaluated for compliance by the system. Most
Narrative Requirements are created for the entire Regulatory
Measure or Facility. In some cases, however, a Narrative
Requirement may be written for a specific Monitoring Location.

Limit and Monitoring Requirements are closely related and so can
be entered on a single form. These Requirements require the
creation of Numeric Requirements, which define various limits.
Limit/Monitoring Requirements are typically placed on a specific
Monitoring Location.

Reporting Requirements are used by the system to determine what
reports are due.

When you have finished entering data for the Narrative Requirements
associated with the selected Monitoring Location (or “General”
Requirements), click the “Save” button. You may then make another
selection from the Monitoring Location dropdown menu to enter values for
the Requirements associated with the other Monitoring Locations.

@ When you have entered or updated new information in the

Narrative Tab be sure to click the “Save” button at the top of

the tab. Your data will be lost if you do not save the new
information.
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3.3.4 Pre-Calculated Requirements Tab

The Pre-Calculated Requirements tab allows you to report data for
Numeric Requirements that were marked as “Pre-Calculated” when they
were created. This indicates that raw data (either manually entered or
uploaded via EDF) cannot be used to determine compliance. This tab
allows for the input of requirements that require you to enter summary-
level data (Figure 3.8)

% Menu | Help| Log out
Wester Huards) C’WQ‘S Navigate to: B

“You are logged-in as: ciwgs. Ifthis account does not belong to you, please log out.

Self Monitoring Report (SMR)

(iew Requiremeants | No Discharge || Narrative | Pre-Calculated | EDF | Raw Data || Data Summary [ File Attachments || Error Check || Cover Letter
Enter calculated values for each of the line items listed under each monitoring location.

[Sava H Refresh ‘ Manitaring Location: | M1 %

Parameter |Bound Limit Units Resuit Units Comments Requitement Text

Copper, < ‘ kafday | [<10 kafday PreCalc test 1 Copper, Dissolved=(limitvalue unspecified)” ko/day, Limit Basis: Weekly Average,

Dizsolved Sampling Frequency: 1/ Month, Sampling Type: Composite. (final requirement effective
since the beginning of this regulatory measure to the end of this requlatory measure] [All
Year] PreCalc test

Figure 3.8 Pre-Calculated Requirements Tab

To begin entering information for the Pre-Calculated Requirements, you
must first select a Monitoring Location from the dropdown menu at the
top of the Tab (sorted alphabetically by identifier). Selecting a
Monitoring Location will retrieve the table to show only those Pre-
Calculated Requirements associated with the selected Monitoring
Location. By default, the first Monitoring Location is shown.

Table 3.5 lists the fields shown in the Pre-Calculated Requirements table
and gives a description of each.

Table 3.5 Fields in the Pre-Calculated Requirements Table

Displays the Requirement’s parameter, as defined in the
Parameter g .

Order (e.g., “Arsenic”).

Indicates if this is an upper (<, <=) or lower (>, =>) bound
Bound :

Requirement.

Enter the calculated numeric limit. Where the system can
Limit extract a specific numeric limit from the Requirement, it

will be displayed here and the field will be Read-Only.
Units Indicates the units for the limit and results.

Enter the actual Pre-Calculated Result. The result must
Result . . . .

be in the same units as the limit.

Enter text related to the Requirement. A comment is
Comments required for any Requirement where the limit/bound and

result indicate possible non-compliance.
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== Because this is a Monitoring Location-specific data entry page,
a list of all Pre-Calculated Requirements across all monitoring
Locations will not be shown here. These can be viewed on the
View Requirements Tab.

When you have finished entering data for the Requirements for the
selected Monitoring Location, click the “Save” button. You may then
make another selection from the Monitoring Location dropdown menu to

enter values for the Requirements associated with the other Monitoring
Locations.

Clicking the “Refresh” button will update the table if you select a new
Monitoring Location from the dropdown menu.

@ When you have entered or updated new information in the
Pre-Calculated Tab be sure to click the “Save” button at the

top of the tab. Your data will be lost if you do not save the
new information.

3.3.5 EDF/CDF Tab

The EDF/CDF tab allows you to upload raw data to CIWOQOS in
Electronic Deliverable Format (EDF) or in CIWQS Data Format (CDF)
(Figure 8.9). Hyperlinks on the page will direct you to web sites with
additional information about the format and to tools that will aid in the
transfer of data to CIWQS (through the SWRCB). This release of
CIWOS will support EDF version 1.2i (July 2002).

B  CDF files will be converted to EDF files before they are
uploaded to CIWOS.

% henu | Help | Log out
Water Buards| C,WQS Navigate to: B

You are logged-in as: ciwgs. Ifthis account does not helong to you, please log out.

Self Monitoring Report (SMR)

[iew Requirements || No Discharge || Narrative | Pre-Calculated | EDF | Raw Data | Data Summary || File Attachments || Errar Check || Cover Letter |

Click Browse, select an EDF file and click "Upload File’.

Note: the upload process may take a few minutes depending on the speed of your
internet connection and the size of the EDF file. Do not attempt to click the "Refresh”
or "Submit” buttons during the upload process.

File '

‘ Browse... | Upload File
The EDF file must conform to the following guidelines.
In order to create EDF files, you may wish to use the following software

|File Name {Type) lDate‘Time Uploaded lStatus| l
|

Figure 3.9 The EDF/CDF Tab
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See Chapter 4 for a closer look at the Electronic Deliverable
Format and how data can be uploaded to CIWQS

To upload a file, type a file location into the File field or click the “Browse”
button to view the Choose File window (Figure 3.10). Navigate to the file
you wish to upload and click the “Open” button to bring it to the
EDF/CDF tab. The file location of the selected file will be shown in the

File field.

Choose file

Look ir: | 123 ADL Software j &k Ef-

- ® | icoeltlza_manual
b |JEDF_Data_Dictionary
My Recent | 5)LAE_EDF_FormatSpecs

Documents "%coelt

I coeltiza_manual
- [ 1EDF_Data_Dictionary
Desktop [E| LAE_EDF_FormatSpecs

-
ty Documents

by Computer

Mypl;lilimk File: narme: | j Open
j Cancel

Files of type: |l Files %)

Figure 3.10 The Choose File Window

Click the “Upload File” button to upload the selected document to the
EDF/CDF Tab.

Uploaded documents are displayed in the table. Here, the File Name,
Date/Time Uploaded and Status of the EDF files are displayed. The table
is sorted by file name.

Uploaded EDF files should be named in a manner which makes it clear
what the file contains (e.g. Facility name and report date, lab name) and
should end in “.zip”. If multiple EDF files are uploaded, each must contain
a unique name. EDF files uploaded to CIWQS should not be password

encrypted.

II:E::' The Document Status field will display “OR” if the file passes
the CIWOQOS virus scanner. It will display “Unavailable” if the
virus scanner detects that it may contain a virus.
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An EDF file can be removed from the table by clicking the “Delete”
hyperlink at the end of the row (only before the Report is Submitted).

Clicking on the file name will download the entire associated EDF file via
your browser’s standard file download capabilities.

3.3.6 Raw Data Tab

As an alternative to uploading data in EDF format, you can manually
enter raw data via the Raw Data tab (Figure 3.11).

Self Monitoring Report [SMR)

Figure 3.11 The Raw Data Tab

Create a Sampling Event

All raw data entries must be associated with a sampling event.
Established sampling events will be listed in the dropdown menu at the
top of the tab. To create a new sampling event, enter date and time
information into the available fields and click the “Create New Time with
->" button. For example, to enter the Date/Time “05/17/2005 at
4:32:00” enter:

¢ “2005” in the YYYY field (for the year);

¢ “05” in the MM field (for the month);

¢ “17” in the DD field (for the day);

¢ “04” in the HH field (for the hour);

“32” in the MM field (for the minutes); and
“00” in the SS field (for the seconds).

*

*

Once you have selected/created a Date/Time, select a Monitoring
Location from the Monitoring Location dropdown menu. Click the
“Refresh” button to update the table with the Parameters associated with
the selected Monitoring Location and sampling event. You can now enter
raw data for that Location.
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The table shown for any Monitoring Location will be auto-populated with
the set of Parameters applicable for the given reporting period. Not all
Parameters for an Order will be reported for every sampling period.

Table 3.6 lists the fields in the Parameter table and gives a description of
each.

Table 3.6 Parameter Table Fields

Parameter A Parameter row is automatically created for each
Parameter that is specified in the Order for the
selected Monitoring Location that could be sampled
during the entered date/time sampling event.
Minimum Sampling | This field retrieves the required (by the Order)

Frequency monitoring sampling frequency for the selected
Monitoring Location and Parameter.

Sample Type Shows the required (by the Regulatory Measure)
sample type for the selected Monitoring Location and
Parameter.

Sample Medium Displays the required sample medium, as specified in

the Requirement in the Regulatory Measure for the
selected Monitoring Location and Parameter.

Result Enter the measured result. If the sample
measurement was below the detection limit, do not
enter a value.

Units Retrieves the required (by the Order) units for the
selected Monitoring Location and Parameter. If the
sampling was not performed in these units, you must
manually convert before entering the data.

Analytical Method | Select the Analytical Method used from the dropdown

menu.
Method Detection Enter the method detection limit in the units specified
Limit (Optional) tor the Parameter. This field is required if “Not
Detected” is selected from the Non-Detect? field.
Non-Detect? It the sample was below the method detection limit,

no result is entered and “Not Detected” 1s selected
from the dropdown menu. The default value is

“Quantified”.
Minimum Level Enter the minimum level in the units specified for the
(Optional) Parameter.
Sample Analysis Enter the date the sample was analyzed in the format
Date (Optional) MM/DD/YYYY.
Sample Analysis Enter the time the sample was analyzed in the format
Time (Optional) HH:MM:SS.

Scenario (Optional) | Enter in the appropriate Scenario information.
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It is your responsibility to ensure that the units used to report
the sample are the same as the units specified in the Order.
Failure to do so may result in errors (potential non-compliance
events) being flagged in the system.

Parameter scenarios are described when the associated Order is
created (via the Regulatory Measures Module). A scenario
describes conditions for which a Parameter measurement will be in
compliance. For example, a Requirement to monitor Lead may
include the scenario, “when dilution is less than xxx”. If the actual
measurement is greater than the stated value in the scenario, the
data will be marked as non-compliant.

The scenario text input via the Raw Data Tab must exactly
match the scenario text entered for the Order.

Click the “delete” hyperlink to delete the Parameter row from the table.
Deleting the row from the table does not remove it from the Order record.
It simply indicates that no sample was taken for that Parameter during
this reporting period.

Click the “duplicate” hyperlink to create a new row that contains the same
Parameter, sampling frequency, sample type, sample medium, and units.
This allows duplicate Parameters to be entered.

When you have finished entering data for the selected Monitoring
Location, click the “Save” button. You may then make another selection
trom the Sampling Time and Monitoring Location dropdown menus (or
create a new Sampling Time) to enter data for the Parameters associated
with the other Monitoring Locations.

When you have entered or updated new information in the
Raw Data Tab be sure to click the “Save” button at the top of
the tab. Your data will be lost if you do not save the new
information.

3.3.7 Sample Data Summary Tab

The Sample Data Summary tab allows you to review all uploaded and
manually entered data in one read-only screen (Figure 3.12).
entry is possible on this page.

No data
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% ’ Menu| Help | Log oul
Mider Buards) C"WQS Navigate to: B

You are logged-in as. ciwgs. ITthis account does not belong to you, please log out

Self Monitoring Report (SMR)

| view Requirernents | No Discharge | Narrative | Pre-Calculated | EDF | Raw Data | Data Summary | File Attachments | Error Check | Cover Letter |
This page contains a summary of all the sample data that you have submitted both manually andior through file upload(s).
Monitoring | Parameter | Minimum Sample Sample Medium  [Resuit| Units | Analvtical | Method | Non- |Minimum | Sample | Sample | Sample | Sample | Data

Location Sampling Type Method Detection |Detect? | Level Date Time Analysis | Analysis | Source
Frequency Limit Date Time
MonLoc! | Copper, 1 { Month Composite | and possible examples |10 | kgiday | Method! |12 kofday |- 08(03/2005 | 00-00:00 Manual
Dissolved from SWIM 1
w_sample_type
MonLoc! | Copper, 1/ Month Composite | and possible examples |11 kgiday | Method! |14 kofday |- 12 kgiday | 05103/2005 | 00:00:00 Manual
Dissolved from SWIM 1
w_sample_type
MonLoc! | Copper, 1/ Month Composite | and possible examples kgiday - 0511312005 | 00:00:00 Manual
Dissolved from SWIM 1

wr_sample_type

MonLoct  |Copper, |1/ Month Composite | and possible examples kalday = 0501312005 | 00:00:00 Manual
Dissolved from SWIM 1
wr_sample_type

Figure 3.12 The Sample Data Summary Tab

The table shows all data that has been reported for this eSMR. There are
two key differences in the way data is displayed on this page (as opposed
to how it is displayed on the Narrative, Pre-Calculated and Raw Data

tabs):

1. The Non Detect? Field shows “-“ for “no” and “ND” for “yes”.

2. The Data Source field shows “manual” if the Raw Data tab was
used for entry. If the data came from an EDF/CDF, this field

shows the name of the uploaded file.

3.3.8 File Attachments Tab

The Attachments tab allows you to attach a file (e.g. word processing,
graphics or photo, spreadsheet) to the sSMR (Figure 8.13). This tab can
be used to add supporting information to the submission.

B~ EDF and CDF files should be uploaded via the EDF/CDF tab,
not through the attachments tab.

% Menu | Help| Log out
Mister Buirds, CIWQS HNavigate to: >

You are logged-in as: ciwgs. Ifthis account does not belong to you, please log out.

Self Monitoring Report (SMR)

[view Reguirements Mo Discharge I(Narrative | Pre-Calculated || EDF |[Raw Data | Data Surnmmary | File Attachments (Error Check |[Cover Letter |

To add a supplemental document to this report, select the file and click Upload.

Hote: the upload process may take a few mimutes depending on the speed of your
internet connection and the size of the file. Do not attempt to click the "Refresh™
or "Submit” buttons during the upload process.

File *

Browse... | Upload File J

File Name | Date Time Uploaded |Status
ciwis.ear [ 0472002005 - 14:57:05 | OK delete

Figure 3.13 The Attachments Tab
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To add a file to the record, type a file location into the File field or click
the “Browse” button to view the Choose File window (as in Figure 3.10).
Navigate to the field you wish to upload and click the “Open” button to
add it to the Attachments Tab. The file location of the selected file will be
shown in the File field. Click the “Upload File” button to upload the
selected file.

The File Name, Date/Time Uploaded and Status are shown for each
uploaded file in the table. The table is sorted by file name.

A particular file name can be used only once per report.
An attachment can be removed by clicking the Delete from Submission

link at the end of each row. Clicking on the file name will download the
associated file via your browser’s standard download capabilities.

B  This table can be viewed for any eSMR until it has been

marked as Submitted.

3.3.9 Error Check Tab

The Error Check tab provides a way to check data before it is submitted
tfor review. The Error Check tab serves four related functions:

1. Reviewing the data on the Narrative, Pre-Calculated, EDF and
Raw Data tabs to ensure that required data is not missing and
that certain mistakes were not made;

2. Flagging narrative and pre-calculated requirements that may
not be in compliance;

3. Running computations on raw data (entered or uploaded as
EDT files) to check compliance; and

4. Producing a report for review.

Further information about the details of an Error check can be
[=]

found in Appendix A.

Data that does not pass the Error Check is flagged as a non-compliance
event and is displayed in the table on the Error Check tab (Figure 3.14).
Non-compliance events are classified as Narrative, Numeric or Reporting.

The Error Check must be run before an eSMR can be submitted. When
the Error Check tab is first viewed, no errors will be reported in the table.
To run the Error Check, click the “Check Report for Errors” button. This
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will initiate the check and populate the Error Report table with any errors

encountered.

% Menu| Help | Log out
-4 CIWQS Navigate to: v

You are logged-in as: ciwgs. Ifthis account does not belong to you, please log out.

Self Monitoring Report (SMR)

(view Requirements | No Discharge | Narrative | Pre-Calculated || EDF [ Raw Data || Data Summary |[ File Attachments | Error Chack [ Cover Letter |
Disclaimer Text: This error check locates common submission errors.

Although the results of this error check, including your comments

will be made available to your local and state Water Board,

no violations will be cited until the Water Board has reviewed your submission.

Below are the resutts of your last error check for this report. Last run date: 04/28/2005 11:24:14.
If you have made changes to the report since your last error check,
you will need to run the error check hefore sumitting your report to the Water Boards.

‘ Save | Check Report For Erors

Type Monitoring Parameter Requirement Results Comment on action{s) taken or planned to remedy this instance of non-
Location compliance,

Calculation (Numeric/Non- MonLoct Caopper, =100.0 a88.0
PreCalc) Dissolved kao/day
Marrative “General" General Mo ry comments

descr
Reporting (Numeric/PreCalc) MonLoc1 Copper, Renorton Did not report or reportis

Dissolved incomplete.

Figure 3.14 The Error Check Tab

B~ Running the Error Check will delete any comments entered in

previous checks.

Table 3.7 lists the fields in the Error Report table and gives a description

of each.

Table 3.7 Fields of the Error Report Table

description of the expected results.

Type Displays the type of error encountered (narrative,
numeric or reporting).

Monitoring Location Shows the Monitoring Location ID where the
error occurred

Parameter Indicates the Parameter (if any) of the
Requirement.

Requirement Shows the text of the Requirement or a

Results Displays the results that caused the error. For
narrative requirements, this is the text
(comments) entered by the User. For (pre-
calculated) limit requirements, this is the value

on raw data) limit requirements, this is the

the applicable value or text.

entered by the User. For (system calculated based

calculated value. For other requirements, this is

Comments Enter information about the error, including
reasons, how the error is being remedied, etc.
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@ When you have entered or updated new information in the

Error Check Tab be sure to click the “Save” button at the top

of the tab. Your data will be lost if you do not save the new
information.

3.3.10 Cover Letter Tab

The Cover Letter tab performs two functions: it allows you to add a cover
letter to the eSMR submission and provides a gateway to the Certity and
Submit page where you will formally submit the eSMR, and all of its
related data, for review (Figure 3.15).

£ @ Menu | Help | Log out
Wister Buards| C’WQS Navigate to: 4

You are logged-in as: ciwgs. Ifthis account does not helong to you, please log out.

Self Monitoring Report (SMR)

:"-fiew Reqguirements I;‘NU Dizscharge ‘;'Narrative I;'Pre-(;alculaled |: ECF I:'P\aw Data |: Data Surnmary ‘; File Attachrments |: Error Check | Cover Letter

Please describe your submission, including all violated requirements.
You may type this text below or uplead a word processing document {using termplate) by
clicking the Browse button.

| Save ” Cerify & Submit

| EBrowse...

The following template may be
used to complete your cover letter.
Click here to download.

Figure 3.15 The Cover Letter Tab

The Cover Letter

The cover letter is a vehicle for providing additional or supplementary
information regarding the eSMR submission. Text can be input directly
into the text box shown on the first page of the Cover Letter Tab or it can
be uploaded as a text file.

You will also have the option of downloading a template cover letter. The
link to the template is provided at the top of the tab as a hyperlink.
Clicking on this hyperlink will initiate the download of the document to
your computer.
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To upload a document, type the file name and location into the field next
to the large text field or click the “Browse” button to locate the file on
your computer.

When you have entered or updated new information on this
first page of the Cover Letter Tab be sure to click the “Save”
button at the top of the tab. Your data will be lost if you do
not save the new information.

Certify and Submit
The Certify and Submit feature of the Cover Letter Tab allows you to

submit the eSMR to the appropriate Water Board for review. This page
functions as an electronic signature for submission of eSMRs.

= Only authorized staff can submit an eSMR for a facility. Non-

authorized users will not be granted access to this page.

To submit the eSMR, click the “Certity & Submit” button, located next to
the “Save” button at the top of the Cover Letter tab.

Before you attempt to submit an eSMR, the following conditions must be
met:

1. The Error Check must have been run at least once;

2. No data has changed since the last time the Error Check was
run; and

3. The date the Error Check was last run is the same as today’s
date.

If any of these conditions is not met, you will receive the error message:
“You must check/re-check for errors before certifying and submitting”
and access to the Certify and Submit page will be refused.

If you have met all of the conditions, you will be granted access to the
Certify and Submit page (Figure 3.16).

You will be asked to enter you full legal name (the same one used for
registration purposes), title, and the location from which the form is being
submitted (“Executed at” field). The “Executed On” date will be pre-
populated by the date and time when the user entered the form. The
Certify and Submit button will not be enabled until all four fields are filled
out.
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Figure3.16 The Certify and Submit Page

When you have entered data in all four fields, click the “Certity and
Submit” button to submit the eSMR. If your submission is successtul, you
will receive a certification message with a receipt number for the
submission (Figure 3.17).

Menu| Help | Log out
St B CIWQS Navigate to: v

You are logged-in as: ciwgs. Ifthis account does not belong toyou, please log out.

Self Monitoring Report (SMR)

Certification
Systern Enor: Sending failed; ne
aravind.elango @ tech-fik.com ; ni

mail.SendFailedException: invalid
x.mail. SendFailedE

ndFailedException 550 5.7.1 Unable to relay for
ratech-ficcom

Thank you. You have submitted your report. Your submission receipt number is: 20050510-175408-14122.

Ea:»(]

Figure 3.17 Certification Message

3.3.11 Important Information Regarding Data
Submission

Once a report is certified and submitted, the system locks the data in the
report, generates a PDI version, and makes the data available in read-only
mode to both the Discharger and authorized Water Board staft. An e-mail
receipt is sent to the submitting Discharger and Water Board case
manager with the following text:

This e-mazl is to confirm receipt of your <report name, including due date>, in
accordance with the requirements of Order <Order Number>. This report was
submatted for <facility name> on <date/time> by <name of user certifying>.

If you need to contact your local Water Board, your case manager is <case manager’s
name> (<phone number>).
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